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.5 Corrective Actions and Release of Information. 
 

.51 Corrective Actions.  When procedural violations or administrative errors occur, priority 
consideration will be granted for the same position in the same duty location for a period of two  
years or until the applicant has received priority consideration for the next equivalent vacancy 
within the Bureau of Land Management under the authority of the SPO where the procedural 
violation occurred, whichever comes first. 

 
.52 Release of Information.  Applicants or their designees are entitled to information 

pertaining to a position to which they applied.  Such information can only pertain to whether the 
applicant was qualified and/or referred for selection, who was selected, the applicant=s own 
supervisory appraisal and rating on the ranking elements, procedures used to arrive at the final 
scores, and cutoff scores.  No employee or applicant will be given the name of a tentatively 
selected employee until such time as the entire promotion and internal placement process is 
complete, and cleared by the SPO. 
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.63 Documentation Procedure.  The following documents will be included in each promotion 
record that is based on the addition of higher graded duties: 
 
       A.  The original position description, 
 

B.  The "accreted" position description, 
 

C.  The evaluation statement for the new position, and 
 

D.  The supervisor=s written justification indicating how the position came to be accreted 
as well as assurances that the major duties of the original position are included in the accreted 
position and that the original position will be abolished. 

 
.64 Reviewing.  The following procedures will be followed when reviewing the 

appropriateness of a specific action proposed for an accretion of duties: 
 

A.  Sufficient justification is submitted that addresses the criteria in .62A, B, C, and D 
above.  The reviewing office will ensure there is a requisite amount (25 percent or more) of 
higher level work being added to the new position. 
 

B.  Accretion of duty promotions may not be based on projected duties, but rather on the 
identified existence of higher level continuing duties as performed in an existing position. 
 

C.  Potentially grade enhancing work within a work unit must be competitively assigned 
if there is more than one employee assigned to the same position description, or if another 
employee(s) is performing essentially the same duties. 
 

D.  The Justification for Promotion Action Based on Accretion of Duties, Appendix 2, 
can serve as a useful tool in providing properly completed documentation of position 
management considerations associated with determining the basis for accretion of duties 
promotions. 
 

E.  Although employee job performance is not an inherent criteria for reclassification of 
a position to a higher grade level, managers and supervisors must ensure that an employee has 
demonstrated satisfactory performance of higher level duties prior to consideration of a 
promotion action. 
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Glossary of Terms 
 

-A- 
 
Agency:  Agency refers to the Department of the Interior.   
 
Area of Consideration:  The organizational and/or geographic boundaries within which a search 
is made for eligible candidates to be considered for a specific merit promotion and placement 
action.  All areas of consideration must be set to promote fair and open competition and to 
maintain a diverse workforce.  Appropriate areas of consideration may be as small as an 
individual office, a local commuting area, or as large as all Government agencies.     
 

-B- 
 
Best Qualified Candidates:  Those applicants who are determined by the rating and ranking 
process to possess the job-related knowledge, skills, and abilities required or desired for a 
particular position to a greater degree than other qualified applicants being considered and who 
are subsequently referred to the selecting official.   
 

-C- 
Career Promotion:   Promotions without current competition when the employee competed 
earlier for an assignment intended to prepare the employee for the position being filled, and the 
intent was made a matter of record and made known to all potential candidates.  Supervisors are 
responsible for initiating career ladder promotion requests for personnel actions. 
 
Crediting Plan:  A plan used to rate and rank qualified candidates for a position.  It consists of 
the quality ranking factors developed through the process of job analysis.   
 

-D- 
 
Detail:  A temporary assignment of an employee to a different position for a specified period, 
and returning to regular duties at the end of the assignment.  While on detail, the employee 
continues to hold the official position from which detailed with no change in status and pay.  An 
employee need not be qualified for the detailed assignment, though the employee must possess 
the minimum education required for any professional position.  Additionally, the employee=s 
background should demonstrate their ability to do the work of the position or duties assigned. 
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-J- 
 

Job Analysis:  The analysis of a position to identify the basic duties and responsibilities; the 
knowledge, skills, and abilities required to perform the duties and responsibilities; and the 
factors that are important in evaluating candidates for the position. 

 
-K- 

 
Knowledge, Skills, and Abilities (KSAs):   The attributes required to perform a job; they are 
generally demonstrated through qualifying experience, education, or training.  Knowledge is a 
body of information applied directly to the performance of a function.  Skill is a present, 
observable competence to perform a task with ease and proficiency.  Ability is a present 
competence to perform an observable behavior or a behavior that results in an observable 
product.   
 

-P- 
 
Panels: There are three types of panels which can be used in the merit promotion process: (1) 
rating and ranking or evaluation panel, (2) selection recommendation panel, and (3) selection 
panel.  Panels consist of a minimum of three members.  At least one panel member must be a 
subject matter expert.  One panel member should be designated as an EEO representative, with 
responsibility to ensure that merit principles and nondiscriminatory provisions are adhered to.  In 
lieu of designating an EEO representative, an EEO specialist can serve as an EEO advisor.  
Every effort should be made to ensure that the panel is made up of diverse individuals. 

 
-R- 

 
Rating and Ranking:  The determination of best qualified candidates based on the degree to 
which each candidate meets the quality ranking factors (KSAs) of the position.  This process is 
completed by a personnel specialist, subject matter expert, or an evaluation panel. 
 
Reassignment: A change of an employee from one position to another in the same grade in the 
same agency. 
 
Reinstatement:  The reemployment of a former employee with competitive status.   
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The Competitive Process 
 
 
Proposed 
Action 

 
Position 

 
and 

 
Competition 
Required 

 
position is one with known 
promotion potential and 
employee will gain eligibility for 
noncompetitive career promotion 
to grade higher than previously 
held on a permanent basis in the 
competitive service 

 
yes 

 
Reassignment 

 
at same grade under 
same pay schedule 

 
position is not one with known 
promotion potential 

 
no 

 
position is one with known 
promotion potential and 
employee will gain eligibility for 
noncompetitive career promotion 
to grade higher than previously 
held on a permanent basis in the 
competitive service 

 
yes 

 
Change to lower 
grade 

 
lower grade under 
same pay schedule 

 
position is not one with known 
promotion potential 

 
no 

 
at a higher grade than 
previously held on a 
permanent basis 

 
 

 
yes 

 
position is one with known 
promotion potential and 
employee will gain eligibility for 
noncompetitive career promotion 
to grade higher than previously 
held on a permanent basis in the 
competitive service 

 
yes 

 
Reinstatement or 
transfer 

 
at same or lower grade 
than previously held 
on a permanent basis 

 
position is not one with known 
promotion potential 

 
no 
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Proposed Action 

 
Position 

 
and 

 
Competition 
Required 

 
same grade and is not 
one with known 
promotion potential 

 
detail is for any 
length 

 
no 

 
the detail is for 120 
days or less 

 
no 

 
Detail 

 
higher grade or to 
position of same 
grade with known 
promotion potential 

 
the detail is for more 
than 120 days 

 
yes 

 
Selection for training 
leading to promotion 

 
 

 
successful 
completion of 
training is a 
condition of 
eligibility for 
promotion 

 
yes 

 
Promotion from 
position of known 
promotion potential 

 
originally identified 
as the target position 
to which employee 
would advance 
without competition 
 
 
 
or 
 
full performance 
level or career ladder 

 
competitive 
procedures were fully 
applied at the time of 
placement into 
position of known 
promotion potential 
and all competitors 
were informed that 
selection for the 
entry position could 
lead to promotion 
without further 
competition 

 
no 

 
Promotion 

 
upgraded by 
classification 

 
incumbent=s position 
upgraded without 
significant change in 
duties and 
responsibilities 
because of 
classification error or 
new or revised 
standards 

 
no 
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Proposed 
Action 

 
Position 

 
and 

 
Competition 
Required 

 
incumbent=s position 
reconstituted into a successor 
position with clearly and solely 
identifiable duties of the former 
position and there are no other 
employees serving in similar or 
identical positions within the 
same organization to whom the 
duties could have been assigned 

 
no 

 
Promotion 

 
upgraded by 
classification 

 
incumbent=s position 
reconstituted into a successor 
position and position is not a 
clear successor or there are other 
employees serving in similar or 
identical positions within the 
same organization to whom the 
duties could have been assigned 

 
yes 

 
Promotion 

 
to position to which 
employee was detailed 
for training or 
evaluation 

 
the employee was selected for 
detail under full competitive 
procedures and all competitors 
were informed that the detail 
could lead to promotion without 
further competition 

 
no 

 
Temporary 
promotion or 
extension of 
temporary 
promotion 

 
higher grade under 
same pay schedule 
 
or 
 
under a different pay 
schedule when action 
is processed as a 
promotion or 
represents a 
promotion under the 
rules above 

 
the temporary promotion is for a 
total of 120 days or less within a 
12-month period 

 
no 
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Proposed 
Action 

 
Position 

 
and 

 
Competition 
Required 

 
Conversion of 
temporary 
promotion to 
permanent 
promotion 

 
 

 
the employee was selected for 
temporary promotion under full 
competitive procedures and all 
competitors were informed in 
advance that temporary 
promotion could lead to 
permanent promotion without 
further competition 

 
no 

 
Promotion 
without time 
limitation 

 
higher grade under 
same pay scale 

 
is not covered by promotion rules 
above 

 
yes 
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Format for Justification of Promotion Action Based on Accretion of Duties 
(type information on a separate attachment) 
 
 
This is to request a noncompetitive promotion for (Employee Name) from the position of (Title, 
Series, Grade, and Position Number) in support of this action as provided on this attachment. 
 
1.  State what changes have occurred in the employee's duties.  Specifically, address each of the 
following: 
 
a.  What are the changes in the employee's duties and the reason(s) for each change? 
 
b.  What position included these duties in the past?  If the duties were not performed in the past, 
what created the need for these duties to be performed now?  (For example, further delegation of 
authority, new regulatory requirements., etc.). 
 
c.  What are the reasons for assigning these duties to the position? 
 
2.  Are there other employees in positions in the same series and grade as the employee being 
recommended for promotion who could have assumed these new duties?  If so, why was the 
decision made to assign the duties to this instead of one of those positions? 
 
3.  What consideration was given, if any, to assigning these new duties to an already established 
higher graded position? 
 
4.  Does the new position absorb the major duties of the old position and will the old position be 
abolished? 
 
5.  State whether the new position is in the same organization as the old position and if it retains 
the same supervisor as the old position. 
  
6.  Does the new position involve the addition of project leader, group leader, or supervisory 
duties to a formerly non-supervisory position, or involve the addition of duties which identify the 
new position as a predecessor to a higher level supervisory position? 
 
 
(Date) (Signature of First-Level Supervisor) 
 
 


